Guideline for preparing and verifying of APIT Schedules

A. Download schedule templates from the IRD portal

1.

2.

3.

Access www.ird.gov.lk with your Internet browser and select the Downloads from
the menu. Then select the Schedules from the sub menu.
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Quick Guides

Adobe Acrobat Reader

Download the corresponding APIT schedules expanding PAYE/APIT under Other
Taxes.
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Resident, Non-Resident Companies, Entities and Corporations, etc.

Other Taxes

Pay As You Earn (PAYE)/ Advance Personal Income Tax (APIT) “=*
Simplified Value Added Tax Scheme (SVAT)
Value Added Tax (VAT) “~

Withholding Tax (WHT)/ Advance Income Tax

Click the required period range to select the particular schedule/s.

Other Taxes

= Pay As You Earn (PAYE)/ Advance Personal Income Tax (APIT) **

| + With effect from 01-04-2023@3 |

+ From 01-04-2022 up to 31-03-2023
From 01-04-2020 up to 31-03-2022

+
+ From 01-04-2018 up to 31-03-2020
+

Up to 31-03-2018 (Y/A 2017/2018)
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4.

Click the required schedule 01/ schedule 02/ schedule 03 and download the
schedules as follows.

Other Taxes

H Pay As You Earn (PAYE)/ Advance Personal Income Tax (APIT)

—  With effect from 01-04-2023

Schedule 01 - For List of Employees whose APIT have been deducted [Remuneration other than Once-and-for-all Payments
(Terminal Benefits)]

Schedule 02 - For List of Employees whose Once-and-for-all Payments (Terminal Benefits) have been paid

Schedule 03 - For List of Employees whose APIT have not been deducted due to being less than the threshold (Monthly Gross
Remuneration less than Rs.100,000 or Yearly Gross Remuneration less than Rs. 1,200,000 )

Schedule 01 Amendment - For List of Employees whose APIT have been deducted [Remuneration other than Once-and-for-all
Payments (Terminal Benefits)] (Amendment)

Schedule 02 Amendment - For List of Employees whose Once-and-for-all Payments (Terminal Benefits) have been paid
(Amendment)

Schedule 03 Amendment - For List of Employees whose APIT have not been deducted due to being less than the threshold
(Monthly Gross Remuneration less than Rs.100,000 or Yearly Gross Remuneration less than Rs. 1,200,000 )} {(Amendment)

From 01-04-2022 up to 31-03-2023
From 01-04-2020 up to 31-03-2022

From 01-04-2018 up to 31-03-2020

+ o+ o+ o+

Up to 31-03-2018 (Y/A 2017/2018)

This PC + Downloads

Name Date modified Type Size
e ™~ Today (3)
|, | G5 APIT_SCHEDULE 01_wef vA2021 1.0 (23) 2/3/2024 11:55 AM Microsoft Excel M... 30KB
|, | 95 APIT_SCHEDULE 02_wef 2021 1.0 (5) Microsoft Excel M... 31KB
B5 APIT SCHEDULE_03_wef ¥A2021_v1_0 (6) Microsoft Excel M... 31KB
o

~ Farller This weelk ()

The downloaded schedule file appears on your computer with a .xIsm extension [Type
is Microsoft Excel Macro-Enabled Worksheet]. Double click to open it.

You may see a “Protected View” message when you open the file. Click Enable Editing

ﬁ : WHT Schedule 01 wef 1819 W [Protected View) - Excel

Pagelayout  Foemulas  Data  Review  View  Hep  Q Tellme what you want to do

o PROTECTED VIEW  Be carefulb—files from the Internet can contam viruses. Unless you need 1o edit, &'s safer to stay in Protected View, Enable Editing x

A2 > fe v

x
@
-
(]
"
)

You may then see a “Security Warning”. Click Enable Content

P A ©- . APIT_SCHEDULE_01_wef_YA2021v1_0 (13) - Excel ? @ - O %
HOME = INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW JAVARATNE P.D.LD. - SDCIR ~
o X (e ‘ = Y e D B = - A
B e Calibri [ - B¢ WapTet Number ;E 2 s &= BX i A4 i
Peste . B I u- m- =ss erge @ Center ~ $ < % » %3 g5 Conditional Formatas Cell Insert Delete Format . Sot& Find&
- Formatting= Table~ Styles~  ~ - - £~ Filter» Select~

Clipboard Font ) ) Number ] Styles Cells Editing ~
I SECURITY WARNING Macros have been disabled. Enable Content x




Enter schedule details following the help messages in each cage.

A B C D E
I Serial No. of Pay Sheet hd Name of Employee with Initials hd Designation n Employment From Dﬂ Employment To Date

Enter Employee Name
Text length should be
between 1-100 characters

Once complete the filling data, “Employee NIC” column should be changed to

“Number” format and remove the decimals.

Fraction
1981

Scientific
1081 044

More Number Formats.

= TABLE TOOLS APIT_SCHEDULE 01_wef_VA2021_v1_0 (39) - Excel T =
IME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN JAYARATNE P.D.L.D. - Sl
. l== = B = = X AutoSum - A
Caibri A s == % Sweptea ° E [ | Normal Bad = Ex v
- - E'gj & - 82 = Fill~ z H
BIU- ZF- H-A- === &3 Merge & Center ABC  General »nal Formatas | Good Neutral ~ Insert Delete Format Sort & Find &
at Painter : 123 Mo specific format g~ Table~ L - Ll Filter~ Select -
= Font 3 Alignment B Styles Celis Editing
12 Number
- £ 198070500044 198070500044
L M N
- g Employee NIC B Employee Passport No. g E
0.00 Short Date 0.00 2500.00]198070500044
0.00 L 0.00 1586.00§775181974V
ong Date
0.00 1o 04 300.00 300.00§197801802520

Then xIms file should be converted to csv format (csv comma delimited) by clicking
“Covert to CSV” button.

H S s TABLETOOLS  APIT_SCHEDULE 01 wef YA2021 v1_0 (39) - Excel 7 @E - §
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW DESIGN JAYARATNE P.D..D. - SDCIR
e S o B g
Calibri ¥ Wrap Text I—J:—‘ D Normal Bad gm g @ T H
B2 Copy ~ E | BB M z
Paste v 1u- $-o% o o Conditional Formatas | Good Neutral —| Insert Delete Format Sort & Find &
- Format Painter B Formatting~  Table~ N N M € Clear~ Filter ~ Select -
Clipboard A Font n Alignment A Number n Styles Cells Editing
M2 M Je | 198070500044
H | J K L M N Q P Q R S T
1 H H H H M Employee NIC HEmpree Passport Ntﬂ Employee TIN4 .
2 1500000.00 0.00 250000 0.00] 2500 198070500044
3 1200000.00 0.00 1586.00| 0.00] 1586.00| 775181978V
4 15000.00 0.00 0.00) 30000 300.00{197801802520
5
6
7




8. Under File Name, the naming convention of the schedule file is shown. Name your
schedule file accordingly.

Select a Felder
T

Organize -

= Pictures

& OneDrive

= This PC

Control Run - 18

Microsoft Excel

=] ¢« Local Disk (C:) » Users > 0068082 > Documents >

Mew folder

|%] Documents G Mame

2023_06_22
2.0 Manual 2022 02 02
2023 2nd Half 2023_09_15
CCCCC 2023_11_03

Canon Fax Data
Custom Office Templates
Fax
Qutlook Files
Scanned Documents
S RAMIS 7 0 - Release 3 - PAYF Process Sch...

~ (<] = Search Documents

Date modified Type Size -~

File folder
File folder
File folder
File folder ]
File folder
File folder
File folder
File folder
File folder
Microsnft Fxeel W... 25 KR Y

~ Hide Folders

Save as type: | Excel Workbook

Tools = Save Cancel

Example.
TIN - 123456789
Date - 20250401 (YYYMMDD)
Period - 2425 (Y/A 2024/2025)

File Name should be 123456789 APIT_SCHEDILEOL 2425 20250401 ORIGINAL_ V1

File names:

23456789 APIT_SCHEDULED1_2425_20250401_ORIGINAL_V1

Under Save as type, select CSV (Comma delimited) (*.csv) and Click Save.

File name: | 123456785_APIT_SCHEDULEDT_2425_20230401_ORIGINAL_V1 v|

I Save as type: | C5V (Comma delimited)

» Hide Folders

Tools - Save Cancel

When enter Schedule 01 details

a. Serial No of Pay Sheet — Enter pay sheet number and it should not be duplicated.

b. Name of Employee with Initials — The name of the Employee should be entered in

English and text length should not be exceeded 1-100 characters.

c. Designation — The designation of employee should be entered in English and text

length should not be exceeded 1-100 characters.
d. Employment From Date — Date format should be MM/DD/YYYY. Please make

sure date is within the year of assessment.




e. Employment To Date - Date format should be MM/DD/YYYY. Please make
sure date is within the year of assessment.

f. Cash Payment — Gross Remuneration paid as Cash payment during the year of
assessment should be entered. This cage should allowed maximum 15 digits
including 2 decimals. If no data, please enter Zero (0).

g. Non-Cash Benefits - Non-Cash Benefit amount during the year of assessment
should be entered. This cage should allowed maximum 15 digits including 2
decimals. If no data, please enter Zero (0).

h. Total Remuneration - Total Remuneration should be equal to the sum of Cash
payment and Non-Cash Benefits. This cage should allowed maximum 15 digits
including 2 decimals.

i. Total Tax Exempt/Excluded Remuneration — Total Remuneration paid as
Exempt/Excluded for tax should be entered. This cage should allowed maximum
15 digits including 2 decimals. If no data, please enter Zero (0).

j. Tax deducted under Primary Employment — Amount of Tax deducted under
Primary Employment should be entered. This cage should allowed maximum 15
digits including 2 decimals. If no data, please enter Zero (0).

k. Tax deducted under Secondary Employment — Amount of Tax deducted under
Secondary Employment should be entered. This cage should allowed maximum 15
digits including 2 decimals. If no data, please enter Zero (0).

I. Total Tax Deducted — Amount of Total Tax Deducted should be equal to the sum
of Tax deducted under Primary Employment and Secondary Employment. This

cage should allowed maximum 15 digits including 2 decimals.

m. Employee NIC — Valid National Identity Card number of employees should be
entered and it should be unique. If valid NIC is provided, Passport number should
not be entered.

n. Employee Passport No. - Valid Passport number of employees should be entered
and it should be unique. If valid Passport number is provided, NIC number should
not be entered.

0. Employee TIN — Valid Taxpayer Identification Number (TIN) of Employee should
be entered and it should be unique. Instances where the employee has not provided
the TIN, this cage to be left blank.



When enter Schedule 02

a.

Serial No of Pay Sheet — Enter pay sheet number and it should not be duplicated.
Name of Employee with Initials - The name of the Employee should be entered in
English and text length should not be exceeded 1-100 characters.

Employee NIC - Valid National Identity Card number of employees should be entered
and it should be unique. If valid NIC is provided, Passport number should not be entered.

Employee Passport No. - Valid Passport number of employees should be entered
and it should be unique. If valid Passport number is provided, NIC number should not
be entered.

Employment From Date - Date format should be MM/DD/YYYY. Please make sure to
enter the commencement date of employment.

Employment To Date - Date format should be MM/DD/YYYY. Please make sure to
enter the last date of employment.

Once and for all Cash Payment — Once and for all payment paid as cash payment
during the year of assessment should be entered. This cage should allowed maximum
15 digits including 2 decimals. If no data, please enter Zero (0).

Once and for all Non-cash Benefits - Non-Cash Benefit amount during the year of
assessment should be entered. This cage should allowed maximum 15 digits including
2 decimals. If no data, please enter Zero (0).

Total Once and for all Payment - Total Once and for all payment should be equal to
the sum of Cash payment and Non-Cash Benefits. This cage should allowed maximum
15 digits including 2 decimals.

Total Retained - Total Retain amount should be entered. This cage should contain only
15 digits including 2 decimals. If no data, please keep blank.

Direction Serial No. — Direction serial number should be entered. If no data, please
keep blank.

Date of Direction - Date format should be MM/DD/YYYY. Please make sure date is

within the year of assessment. If no data, please keep blank.

. Tax Deducted — Amount of Tax deducted & remitted should be entered. This cage

should contain only 15 digits including 2 decimals. If no data, please keep blank.

Date of Payment - Date format should be MM/DD/YYYY. Please make sure date is
within the year of assessment. If no data, please keep blank.



When enter Schedule 03 details

a. Serial No of Pay Sheet — Enter pay sheet number and it should not be duplicated.

b. Name of Employee with Initials — The name of the Employee should be entered in
English and text length should not be exceeded 1-100 characters.

c. Designation — The designation of employee should be entered in English and text
length should not be exceeded 1-100 characters.

d. Employment From Date — Date format should be MM/DD/YYYY. Please make
sure date is within the year of assessment.

e. Employment To Date - Date format should be MM/DD/YYYY. Please make sure
date is within the year of assessment.

f. Cash Payment — Gross Remuneration paid as Cash payment during the year of
assessment should be entered. This cage should allowed maximum 15 digits
including 2 decimals. If no data, please enter Zero (0).

g. Non-Cash Benefits - Non-Cash Benefit amount during the year of assessment
should be entered. This cage should allowed maximum 15 digits including 2
decimals. If no data, please enter Zero (0).

h. Total Remuneration - Total Remuneration should be equal to the sum of Cash
payment and Non-Cash Benefits. This cage should allowed maximum 15 digits
including 2 decimals.

i. Total Tax Exempt/Excluded Remuneration — Total Remuneration paid as
exempt/excluded for tax should be entered. This cage should allowed maximum
15 digits including 2 decimals. If no data, please enter Zero (0).

j. Primary Employment/Secondary Employment — Appropriate Employment type
should be selected from the drop down.

k. Employee Address - The address of the employee should be entered. Commas
should not be used at any time and instead, leave a space in between. This cage
should allowed maximum 100 letters.

I. Employee NIC — Valid National Identity Card number of employees should be
entered and it should be unique.

m. Employee Passport No. - Valid Passport number of employees should be entered and
it should be unique.

n. Employee TIN — Valid Taxpayer Identification Number (TIN) of Employee should
be entered and it should be unique. Instances where the employee has not provided
the TIN, this cage to be left blank.



B. Download and run the schedule verification tool

1. Access www.ird.gov.lk with your Internet browser and select the Downloads from
the menu. Then select the Schedules from the sub menu.
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2. Download the schedule verification tool
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Schedule File Verifier Tool: M ® Tools

Download and run the Schedule Fil

terifier Tool to verify

*

Detailed quick guide Quick Guides

your schedules (VAT/SVAT/PAYE/APIT/WHT/CIT/IIT/PIT) to

.

be submit via E-filing. Fonts

.

Adobe Acrobat Reader
Tax Calculator: (IIT)

Individual Income Tax (IIT), Tax Calculator for Year of Tax Calculator

Assessment 2016/2017 and 2017/2018

Tax Calculator:(PAYE)
Pay As You Earn (PAYE) Tax Calculator for Year of Assessment Tax Calculator

2018/2019

3. Double click the downloaded file and extract (unzip) the contents to your computer.

Clipboard Urganize New Open Select
& v A ‘ » ThisPC » Downloads » v B | Search Downloads p
*Downloads ~ Name Date modified Type Size ™
= Documents < Today (1)
| Pictures § . ~ . . R
& Schedule_File Verifier V_5_14 4/3/20241:17 PM WinRAR ZIP archive 5
2223 Templates
Defect Reports
Guide lines

Jesting Inventon
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Q Schedule_File_Verifier¥_5_14.zip - WinRAR

File Commands Tools Faverites Options Help

FEARBLHMRY & 4 ¥

Add  ExtractTo  Test View Delete Find Wizard Info VirusScan  Comment  SFX

m ‘E Schedule_File_Verifier V_3_14 zip - ZIP archive, unpacked size 15,328,503 bytes

MName Size Packed Type Meodified CRC32
e s
Schedule_File_Verifier_V_5_14 Folder

Double click the ScheduleFileVerifier.exe file to run the schedule verification tool.

[ B Schedule_File Verifier V513 (1) zip - WinRAR

File Commands Tools Favorites Options Help

I

==
Add  ExtractTo  Test View Delete Find Wizard Info

B 4 ¥

VirusScan Comment  SFX

E @ Schedule_File_Verifier V_5_13 (1).zip\Schedule File_Verifier V_5_13 - ZIP archive, unpacked size 15,329,505 bytes

Name Size Packed Type Modified CRC32
[l Folder

lib Folder 10/22/2021 31,00

Resources Folder 10/22/2021 31,00

Templates Folder 10/22/2021 3:1...
(C]ScheduleFileVerifier.exe 845,824 565,562 Application 1/24/20241:42 .. 5792879
[ ScheduleFileVerifier.exe.config 339 219 File config 10/22/2021 31...  83BBA232
[ ScheduleFileVerifierpdb 357,888 73,762 File pdb 1/24/20241:42 .. SBSAE39E

v % Schedule_File_Verdiee V 514
Home Share View

- v » Ths PC » New Volume (0) » Tool » Schedude File Venfier V.5 14

& Downlosds # & Name Date mod Tpe ¢

2l Documents # lib El

& Pictures o Resources Y2021 1512 File fo
TPF20UAT # Templates
RAMIS2OWH # K ScheduleFileverier PR 825 KB
WHT Finl Sc # ScheduleFileVesifier.exe.config 22/ 10/3001 1512 NFIG File 1B

] el ¢ 28022 21 PDB File 350 ¥B

Payment 2nd # ScheduleFileVenfier.pdb X

You may see a security warning. Click ‘Run’.

Open File - Security Waming ot el

The publishesr could not be verified. Are you sure you ward to

run this software?
vijl Name: ..dule File Verifier v 0 3.6\ScheduleFileVerifier.exe
! Publsher: Unknown Publisher

Type. Application
From: C\Users\limwk\Desktop\Schedule File Verfierv ...

[ An ][ _Coce ]

[ V] Aways ask before cpening this fle

" This fie does not have a vald digital signature that verfies ts
! publsher. You should only run software from publshers you trust

How can | decide what software o un?




5. The schedule verifier tool program is launched

SVAT Schedule
Verifier

WHT Schedule
Verifier

PIT Schedule
Verifier

CIT Schedule
Verifier

PAYE /APIT
Schedule
Verifier

¥AT Schedule
Verifier

IIT Schedule
Verifier

6. Click the PAYE/APIT Schedule Verifier.
Select ‘File Type’ and ‘Period code’.
Click ‘Browse’ to choose the appropriate document to verify and Click ‘Verify’.

M Feiod code
Download
1111_APIT_SCHEDULEDT 2425 _ kR

File Type [FAYE/ARIT ScheduleDl

—Plzase select 3 value—

File Path  PAYE/APIT Schedule01
PAYE/APIT Schedule02
APIT Schedule03
PAYE/APIT Schedule01 Amendment
PAYE/APIT Schedule02 Amendment
APIT Schedule03 Amendment




7. If the file verification is successful,

EERSCERN /P I T Schedule0 1 [ Feriod code
Mexity Download
CILETN C: sers 006082\ Deskiop\2223 Templates\114495572_APIT_SCHEDULEQ3_2425_ Template

Validation passed!

The “Validation passed!” message is shown. Click OK
File verification successful

You may now upload this schedule with your e-Filling return

8. If the file verification failed,

GERFECIN P~ E/APIT Schedule01 [ Ferod code [P
Verify

CREUN C isers ' 006083 Deskiop' 5 409200980_APIT_SCHEDULED1_2425_20250322_OR

i
s
Validation Failed.

The “Validation failed” message is shown. Click OK.

ol F A YE/APIT ScheduleDl

e Period code [i¥dy
Verify
STl C . Uscrs" 006088  Deskiop™ .5\, _APIT_SCHEDULED1_2425_20250322_OR

Serial Number Error Message
> Employee TIN has not been same as Employer TIN in the Schedule. Please comect it

Duplicate NIC
Duplicate PP

Employee NIC entered is incomect

Duplicate NIC

2

4

5 Duplicate TIN
8

8 Employee NIC entered is incomect
1

o

Duplicate TIN




. The validation results and error messages are shown. The Serial Number refers to the row
of the schedule file where the error occurred. The Error Message describes the error
encountered.

- Review the structure of your schedule file (xIms file), make sure that you follow the
correct naming convention and ensure that your file is saved as .csv format.

After making the necessary corrections in xIms file, then covert NIC column in to
“Number” format and convert file into .csv file again.
Repeat steps 6.

.~ The “Validation passed!” message is shown. Click OK.

- File verification successful

- You may now upload this schedule with your e-Filling return

C. When uploading the Amended Schedules

1. Download the corresponding APIT Amendment schedules

Other Taxes

ﬂ Pay As You Earn (PAYE)/ Advance Personal Income Tax (APIT)

— With effect from 01-04-2023

Schedule 01 - For List of Employees whose APIT have been deducted [Remuneration other than Once-and-for-all Payments

(Terminal Benefits)]
Schedule 02 - For List of Employees whose Once-and-for-all Payments (Terminal Benefits) have been paid

Schedule 03 - For List of Employees whose APIT have not been deducted due to being less than the threshold (Monthly Gross

Remuneration less than Rs.100,000 or Yearly Gross Remuneration less than Rs. 1,200,000 )

Schedule 01 Amendment - For List of Employees whose APIT have been deducted [Remuneration other than Once-and-for-all

Payments (Terminal Benefits)] (Amendment)

Schedule 02 Amendment - For List of Employees whose Once-and-fer-all Payments (Terminal Benefits) have been paid

(Amendment)

Schedule 03 Amendment - For List of Employees whose APIT have not been deducted due to being less than the threshold

(Monthly Gross Remuneration less than Rs.100,000 or Yearly Gross Remuneration less than Rs. 1,200,000 ) (Amendment)

A5 AMENDMENT_APIT_ SCHEDULE_03_wef YA2021_v1_0 (2) Microsoft Excel M... 32 KB
@5 AMENDMENT_APIT_SCHEDULE_02_wef YA2021_v1_0 (2) Microsoft Excel M... 2 KB
A5 AMENDMENT_APIT_SCHEDULE_D1_wef_YA2021_v1_0 (2) Microsoft Excel M... 31 KB

2. The downloaded schedule file appears on your computer with a .xIsm extension [Type is
Microsoft Excel Macro-Enabled Worksheet]. Double click to open it.

You may then see a “Security Warning”. Click Enable Content

B fome  INSERT  PAGELAYGUT  FORMULAS  DATA  REVIEW  VIEW

[y J6cuw Calibri i oA A e Text Nor
Eim Copy
Paste

> Farmat Painter

B I u - - e oA~ “©= = E=l Merge 8 Center = $ - % t oz | Good

1’ SECURITY WARNING Macros have been disabled

ES - 3

&

. . -
T P S arial Nosof pay Sheet 2 Name of Empioyee willl Designation K Empio

Eloo vowswna




3. Enter the required Amendment Indicator (0/1/2)

&
b
I
1]
il
i
i

$-9% *

ste [
- ~ Format Painter B - —

Clipboard [P Font [F] Alignment [F] Mumber

m...n_nf.-a,sm £ Name of Employee wigd Designation

L | Enter Amendment Indicator
Enter 0, 1 or 2 as Amendment
Indicator.

0-MNew

1-Amendment
2-Delete

Then enter the schedule details accordingly and covert NIC column into number format.
Once done, click ‘Convert to CSV°.

....

4. Verify the Amendment Schedule

Go to the APIT Schedule Verifier.
Select appropriate ‘File Type’ for amendment and ‘Period code’
Click ‘Browse’ to choose the appropriate document to verify and Click “Verify’.

File Type  [Please select a value] B Period code  PAXE]
—Please select a value—
Ll P/ /2P Scheduiz01 I
PAYE/APIT Schedule02
APIT Schedule03
PAYE/APIT Schedule01 Amendment
PAYE/-'APIT Schedule02 Amendment
AP\T Schedule(3 Amendment




5.

6.

If the file verification is successful,

Validation passed!

The “Validation passed!” message is shown.
Click OK.

File verification successful.
You may now upload this schedule with your e-Filling return.

If the file verification failed

Validation Failed.

The validation results and error messages are shown in the screen.
The Serial Number refers to the row of the schedule file where the error occurred.
The Error Message describes the error encountered
Review the structure of your schedule file, make sure that you follow the correct
naming convention and ensure that your file is saved as .csv format

+ After making the necessary corrections, repeat steps 4.



